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Instructions on How to Complete the Income-Expense Form 

***Note: This form should only be used for users with Microsoft Excel versions 2007 or 2010.*** 

1. Click on “click here” 
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2. Click on “Open”. The Income/Expense form will open in Microsoft Excel 

 

3. Fill out the information at the top of the form.  
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4. The Parcel ID and Property Type entry are required. To enter the Property Type, click on the cell and a 
drop down arrow will appear. Next, click on the arrow to choose from a list of property types. Select the 
appropriate Property Type for your property.  If the property type is not in the list, please select “Other” 
and describe it in the adjacent cell.   

 

5. Enter size of the property.  Make sure to ONLY enter in the number and no other letters such as “SF”. If 
“Multi-Family” or “Hotel” is selected as the Property Type, click to enter the “Total No. of Units”. 

 

 

6. Select the most current year of income/expense that will be entered. 
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7. Select an Income Type. Please choose between “Actual Income” and “Market Income”. “Actual Income” is 
used to enter the actual income and expense information for the corresponding year(s). “Market Income” 
is used when the income is based off a potential gross income using market rental rates less vacancy and 
credit.  Actual Income will allow for the user to enter up to three years of income/expense information.  
Market Income will allow for only one year of entry. 

 

***For instructions on how to complete the Actual Income/Expense Form see 
the next page. Instructions on how to complete the Market Income/Expense 
Form are seen on Page 10. ***  
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Actual Income/Expense Form Instructions 

Example- Actual Income /Expense Form 

 

  



6 
 

1. Enter the TOTAL actual income for the corresponding years. 

 

2. If there is other types of income that you would like to specify and enter, click on the drop down to see 
a list of selections.  Next, enter the amount of income attributable to that selection in the adjacent 
cell(s).  

 

3. If the type of income selection is not available, you may enter it in the cell that reads “Enter here if not 
in selection” 
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4. Enter your expense information. Click on the cells to select from various types of expense categories. 
Enter the amount of expense in the adjacent cells. 

 

5. If the type of expense selection is not available, you may enter it in the cell that reads “Enter here if not 
in selection” 

 

6. Enter an appropriate capitalization rate for your subject property. Next, click to select  which tax 
service area the property is located in. To determine whether your property is located in the Urban 
Service District please click on the following link. 
http://www.louisvilleky.gov/SolidWaste/IWantTo/Urban+Services+District+Map.htm 

 

  

http://www.louisvilleky.gov/SolidWaste/IWantTo/Urban+Services+District+Map.htm
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7. Enter your opinion of fair market value for the property. 

 

8. Save the Income/Expense form. 
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9. You can upload your saved income/expense form when you reach the Supporting Documents page. 
Once the form is uploaded it will be seen at the bottom of the page. 
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Market Income/Expense Form Instructions 

Example- Market Income /Expense Form 
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1. Enter the average market rental rate for the property. For multifamily, enter the average MONTHLY 
market rental rate. For Hotels, enter the AVERAGE DAILY RATE. The potential gross income will 
automatically be calculated.   

 

2. Enter the current market vacancy for your property type. 

 

3. If there is other types of income that you would like to specify and enter, click on the drop down to see 
a list of selections.  Next, enter the amount of income attributable to that selection in the adjacent cell.  
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4. If the type of income selection is not available, you may enter it in the cell that reads “Enter here if not 
in selection” 

 

5. Enter your expense information. Click on the cells to select from various types of expense categories. 
Enter the amount of expense in the adjacent cells. 
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6. If the type of expense selection is not available, you may enter it in the cell that reads “Enter here if not 
in selection” 

 

7. Enter an appropriate capitalization rate for your subject property. Next, click to select which tax 
service area the property is located in. To determine whether your property is located in the Urban 
Service District please click here. 

 

8. Enter your opinion of fair market value for the property. 

 

  

http://www.louisvilleky.gov/SolidWaste/IWantTo/Urban+Services+District+Map.htm


14 
 

9. Save the Income/Expense form. 
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10. You can upload your saved income/expense form when you reach the Supporting Documents page. 
Once the form is uploaded it will be seen at the bottom of the page. 

 

 

 


